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Seat No.: __________                                                 Enrolment No._____________ 
   

GUJARAT TECHNOLOGICAL UNIVERSITY 
Diploma Engineering Semester –III Examination Dec. 2011 

 

Subject code: 335404                         Date: 29/12/2011 

Subject Name: Secretarial Practice 

Time:  10.30 am – 01.00 pm                                      Total Marks: 70 
 

Instructions: 

1. Attempt all questions.  

2. Make suitable assumptions wherever necessary. 

3. Figures to the right indicate full marks. 

4. English version is considered Authentic. 
 

Q.1 (a)    State the qualification and qualities of the company Secretary. 14 

    

Q.2    

 (a) Discuss the different types of capital structure of a company. 07 

 (b) Explain the procedure of converting a share into stock 07 

  OR  

 (b) Explain the duties of the company secretary. 07 

Q.3    

 (a) What is the memorandum of association. 07 

 (b) Explain different types of shares. 07 

  OR  

Q.3 (a) Explain the difference between share certificate and share warrant. 07 

 (b) Explain about the types of company meetings. 07 

    

Q.4    

 (a) Explain the duties and powers of a chairman regarding the meetings. 07 

 (b) Explain the procedure of issue of shares at par , premium, and 

discount. 

07 

  OR  

Q. 4 (a) Explain the meaning and definition of membership of a company 

and how it is acquired. 

07 

 (b) Explain the right and liabilities of the members of a company. 07 

    

Q.5    

 (a) What is prospectus? 07 

 (b) Explain the Articles of Association. 07 

  OR  

Q.5 (a) What is Minutes writing? 07 

 (b) Explain the ‘agenda’ of a company meeting. 07 
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ÝxGv!         s V fs V fs V fs V f          S\5GL   ;[Ê8ZL    GL   ,FISFTM   VG[   U]6M  H6FMJMP 14 

       
ÝxGvZ 
    

s V fs V fs V fs V f  S\5GL   GF H]NF H]NF ÝSFZ GF D}0L DF/BF GL R"RF SZMP 07 

    sAf  X[Z G]\ :8MS DF\ ~\5F\TZ SZJF GL ÝÊLIF ;DHFJMP 07 

         V Y J FV Y J FV Y J FV Y J F   

    ssss A f  f  f  f     S\5GL   ;[Ê8ZL    GL   OZHM  H6FJM 07 

               
ÝxGv# 

    
s V fs V fs V fs V f   D[DMZ[g0D VMO V;M;LI[XG X]\ K[P 07 

    ssss A ffff  X[ZGF H]NF H]NF ÝSFZM  H6FJM 07 

     V Y J FV Y J FV Y J FV Y J F       

           

    s V fs V fs V fs V f    X[Z ;8±OLS[8 VG[ X[Z JMZ\8 JrR[ GM TOFJT ;DHFJMP 
 

07 

    ssss A ffff   S\5GL   GL  H]NF H]NF ÝSFZM  GL    ;EF sDL8L\Uf       ;DHFJMP 07 

       
ÝxGv$ 

        
s V fs V fs V fs V f  S\5GL   ;EF ;\RF,G V\U[ ;EF GF ÝD]B GL OZHM ;DHFJMP  07 

        ssss A ffff  D}/ SÄDT[  lÝlDID TYF J8FJ SÄDT[ X[Z ACFZ 5F0JF GL   lJWL  ;DHFJMP  07 

           

        V Y J FV Y J FV Y J FV Y J F          

        s V f   s V f   s V f   s V f    ;eI5N GM VY" jIFbIF VG[ T[ S> ZLT[ ÝFº YFI K[ T[ H6FJMP 07 

        

        ssss A ffff  ;eI5N ÝFº SZGFZGF\ VWLSFZM VG[ HJFANFZLVM H6FJM 07 

       

         07 

ÝxGv%F 
    

s V f   s V f   s V f   s V f    lJ7F5G5+   sÝM:5[S8;f   V[8,[  X]\m 
 

07 

        ssss A ffff  lGIDG5+ sVF"8LS<; VMO V[;M;LV[XGf ;DHFJMP    

         V Y J FV Y J FV Y J FV Y J F   

    s V fs V fs V fs V f   DLGL8;  ZF>8L\U  s;EF  J|]TF\T ,[BGf  X]\  K[P 07 

    ssss A ffff  S\5GL   ;EFGL   SFI"  ;}RL   sVH[g0Ff   V[8,[  X]m 07 
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